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Requesting a Travel Advance 
 

1.   Enter the desired information into the User ID field.  
Enter a valid value, e.g. "1234567". 

2.   Press [Tab]. 

3.   Enter the desired information into the Password field.  
Enter a valid value, e.g. "ABCD1234". 

4.   Click the OK button. 

 

5.   Click the Accept option. 

 
6.   Click the OK button. 

 

7.   Click the Fill Out button. 

 
8.   Click the Request for Advance menu. 

 
9.   Select the desired set of orders from the Order Number list. 

10.   Click the OK button. 

 

11.   Click the Calculations tab. 

 
12.   Click in the Advance Authorized field. 

 
13.   The note the bottom of the screen provides the maximum advance authorized. Enter 

the desired information into the Advance Authorized field.  
Enter a valid value, e.g. "173.00". 

14.   Click the Financial tab. 

 
15.   The Method of Payment does not need to be changed as the system will default to 

EFT. 
Click the Modify Accounting button. 

 
16.   Click the Horizontal scrollbar scrollbar. 
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17.   Verify the dollar amount. 
Click the OK button. 

 
18.   Click the OK button. 

 

19.   Click an entry in the list. 
Click on the Advance request. 

20.   Click the Send to AO button. 

 
21.   Click the OK button. 

 

22.   Enter the desired information into the Enter Password field.  
Enter a valid value, e.g. "1234ABCD". 

23.   Click the OK button. 

 

24.   Click the Logout button. 

 
25.   Click the Yes button. 

 
26.   Congratulations for completing the Request for Advance tutorial. 

Click the icons below to view in depth plicies and procedures. 
End of Procedure. 
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